DI SPOSAL AUTHORI TY NC1-310-77-2

ADM  ADM NI STRATI VE MANAGEMENT

General material relating to Adm nistra-
tive Managenent too broad to be filed
under one of the nore specific subjects
bel ow.

EXCEPT: Paperwork and Data Managenent,
Per sonnel , Budget, and Property. See
appropriate subject.

ADM 1 POLI CY

Policy and guidelines covering all sub-
jects included under this primary sub-
ject. If needed, subdivide by type or
subj ect of policy and cross-reference to
appropriate subject category.

EXCEPT: Published instructions or direc-
tives which are filed in binders
according to established Agency custom

* Retention Period *

(item 1la)
Oiginating office:

Destroy when 3 years ol d.

(item 1b)
Al'l other offices

Destroy when 2 years ol d.

(item 2a)
Oiginating office:

Retire to Federal
Records Center (FRO
when 10 years ol d.
Destroy when 20 years
ol d.

(item 2b)
Al other offices
Destroy when super seded
or obsol ete.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

ADM 2 REPCRTS AND STATI STI CS

Reports covering all subjects included
under this primary subject. Includes
annual report to Congress. Case file by
type of report as necessary.

EXCEPT: Final project reports which
shoul d be filed under ADM 6 PRQIECTS or
Agency programreports which should be
filed with specific programreports.

a. Record copy of substantive reports,
such as annual summaries and conprehen-

sive non-recurring reports. Case file
special or one-tinme reports as needed.

b. Agency copy of above reports.

c. All other reports.

* Retention Period *

(item 3a)
Oiginating office:

PERMANENT . Retire to
FRC when 10 years ol d.
Transfer to National
Archi ves and Records
Adm ni strati on ( NARA)
when 15 years ol d.

(item 3b)
Al'l other offices:

Destroy when no | onger

needed for reference but
no |l onger than 3 years.

(item 4a)
Oiginating office:

Destroy when super seded
or obsol ete.

(item 4b)
Al'l other offices:

Destroy when 2 years ol d.

(item 5a)
Oiginating office:

Destroy when 2 years ol d.

(item 5b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991
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ADM 2-1 Activity Reports

Summari es of specific action or work
performed by programor admnistrative
per sonnel .

ADM 3 COW TTEES, MEETI NGS

Commttees and neetings relating to
admnistrative activities and functions
not having |l ong termsignificance.

Subdi vide coomttees and neetings, if
necessary, and show nane and date span
on fol der.

Case file record copy of mnutes and
related material, including agendas, of
substantive or significant coomttees or
nmeeti ngs concerned w th broad aspects of
the Agency. Includes commttees chaired
by adm ni strative managenent representa-
tives or records naintai ned by adm ni s-
trati ve managenent representatives on
commttees to carry out responsibility
of assignnents.

EXCEPT: Program neetings or conmttees
whi ch shoul d be filed under the specific
pr ogr am cat egory.

* Retention Period *

(item 6a)
Oiginating office:

Destroy when 3 years ol d.

(item 6b)
Al'l other offices:

Destroy when 2 years ol d.

(item 1040a
Oiginating office:
Destroy when 2 years ol d.
+[(Di sp. Auth. GRS 16- 8-
a)] +

(item 1040b
Al'l other offices:

Destroy when 2 years ol d.
+[(Di sp. Auth. GRS 16-8-
a)] +

(item 8a)
Oiginating office:

PERVANENT . Retire to
FRC when 10 years ol d.
Transfer to NARA when
15 years ol d.

(item 8b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991
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ADM 3-1 Arrangenents

| ncl udes such material as neeting ar-
rangenents, invitations, extra copies of
agendas, accommodations, authority to
attend, work-papers, acceptances, and
regrets.

ADM 4  ORGANI ZATI ONS AND FUNCTI ONS

H story of organization. |ncludes open-
ing or discontinuance of offices and
reorgani zations. Al so includes organi -
zational function statenents.

EXCEPT: Budgeting for new units.
See BUD.

ADM 4-1 Pl anni ng

I ncl udes nmaterial relating to organiza-
tional goals and objecti ves.

* Retention Period *

(item 9a)
Oiginating office:

Destroy when 1 year ol d.

(item 9b)
Al'l other offices:

Destroy when 1 year ol d.

(item 10a)
Per sonnel Divi sion:

PERVANENT . Retire to
FRC when 10 years ol d.
Transfer to NARA when
15 years ol d.

(item 10b)
All other offices:
Destroy when super seded
or obsol ete.

(item 11a)
Oiginating office:
Destroy 5 years after
goal s acconplished or 3
years if cancel ed,
super seded, or rescinded.

(item 11b)
Al'l other offices:
Destroy 2 years after
goal s acconpl i shed or
imedi ately if cancel ed,
super seded, or rescinded.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991
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ADM 4-2 Charts

| ncl udes proposed and adopt ed organi za-
tional charts prepared by organi zational
staff.

ADM 4-3 Del egations of Authority

| ncl udes order - of - successi on and func-
tional or signing delegations. D vision
| evel or higher.

| ncl udes order-of - successi on and func-
tional or signing delegations to offices
bel ow t he D vi sion | evel.

EXCEPT: Travel authorizations. See TRV.

* Retention Period *

(item 12a)
Per sonnel Divi sion:

PERVANENT . Retire to
FRC when 10 years ol d.
Transfer to NARA when 15
years ol d.

(item 12b)
All other offices:
Destroy when super seded
or obsol ete.

(item 12-1a)
Oiginating office:
Destroy 2 years after
super seded or
obsol et e.

(item 12-1b)
Oiginating office:

N A

(item 13a)
Oiginating office:

PERVANENT . Retire to
FRC when 10 years ol d.
Transfer to NARA when
15 years ol d.

(item 13b)
Al'l other offices:

Destroy 2 years after
super seded or obsol ete.

(item 13-1a)
Oiginating office:
Destroy 10 years after
del egati on cancel ed.
+[(Di sp. Auth. NC1-463-
80-1] +

MAKE FI LE FOLDERS ONLY FOR THOSE SUBJECTS NEEDED

June, 1991
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ADM 4-3 (conti nued)

ADM 4-4 Tenporary Del egati ons
Designations for one to act for another

on tenporary basis, such as during | eave
and ill ness.

ADM 5 EMERGENCY PREPAREDNESS
Material related to Energency Prepared-
ness Program Includes material related

to biological warfare, radiation, and
the |ike.

ADM 6 PROJECTS

General material on projects.

* Retention Period *

(item 13-1b)
Al'l other offices:
Destroy 1 year after
del egati on cancel ed.
+[(Di sp. Auth. NC1-463-
80-1)] +

(item 14a)
Oiginating office:

Destroy when 3 years ol d.

(item 14b)
Al'l other offices:

Destroy when 1 year ol d.

(item 1041a
Brergency Preparedness

Destroy 3 years after

i ssuance of a new pl an
or directive. +[ (D sp.
Auth. GRS-18-27.)]+

(item 1041b
Al'l other offices:

Destroy 3 years after

i ssuance of a new pl an
or directive. +[ (D sp.
Auth. GRS-18-27.)]+

(item 16a)
Oiginating office:

Destroy when 3 years ol d.

(item 16b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS ONLY FOR THOSE SUBJECTS NEEDED

June, 1991
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ADM 6 ( conti nued)

Ref erence nateri al .

Case file records and rel ated correspon-
dence on approved projects or task forc-
es havi ng precedential significance.

| ncl udes basi c docunentation and fina
report or other substantive nmaterial.
Show title and date span of project, as:
ADM 6 PRQJIECT No. 00 Service Quide to
MBD Qperations. Includes nonrecurring
or one-tine projects.

Al other projects.

Proposed proj ects.

* Retention Period *

(item 17a)
Oiginating office:
Destroy when super seded
or obsol ete.

(item 17b)
Al'l other offices:

Destroy when super seded
or obsol ete.

(item 18a)
Oiginating office:

PERVANENT . Retire to
FRC when 5 years ol d.

Transfer to NARA when
15 years ol d.

(item 18b)
Al'l other offices:

Destroy when 2 years ol d.

(item 19a)
Oiginating office:
Destroy 5 years after
conpl etion of project.

(item 19b)
Al'l other offices:

Destroy when 2 years ol d.

(item 20a)
Oiginating office:
Destroy when 5 years ol d,
if no further action is
t aken.

(item 20b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS ONLY FOR THOSE SUBJECTS NEEDED

June, 1991
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ADM 6 ( conti nued)

VWr kpapers and draft report of project.

ADM 7  COVMUNI CATI ONS

Ceneral material on comuni cati ons.
I ncludes |ist of Federal translators.

ADM 7-1 Directories

Correspondence and other material on
updating office directories and |ist-

i ngs, Agency directories, organizations,
and/or firns and simlar matters.

Mai ntain directories used i n day-to-day
operations on desk top or in bookcase.

MAKE FI LE FOLDERS ONLY FOR THOSE SUBJECTS NEEDED

June, 1991

* Retention Period *

o gi natli r"A+2ce:
Destroy 3 years after
conpl etion of project.

(item 21b)
Al'l other offices:

Destroy when 2 years ol d.

(item 1042a)
Oiginating office:
Destroy when 3 years ol d.
+[ (D sp. Auth. GRS-12-
2-a)] +

(item 1042b)
Al'l other offices:

Destroy when 2 years
old. +[ (D sp. Auth.
CRS-12-2-a)] +

(item 23a)
Oiginating office:
Destroy when change has
been nmade and veri fi ed.

(item 23b)
Oiginating office:
Destroy when change has
been nmade and veri fi ed.

(item 24a)
Oiginating office:
Destroy when super seded
or obsol ete.

(item 24b)
All other offices:
Destroy when super seded
or obsol ete.
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ADM 7-1 (continued)

Al other naterial.

ADM 7-2 Tel ephone - Tel egraph

Material on commercial, Federal Tel ecom
nmuni cati ons Systens (FTS), Advance Re-
cord System (ARS) of Ceneral Services
Adm ni stration, facsimle transm ssion
facilities, |leased wire tel egraph, and
the |ike.

EXCEPT: File telegramand facsimle
transm ssion by the appropriate subject.

EXCEPT: File billing docunents for tele-
phone and t el ephone servi ces under
FI SCAL AFFAI RS.

ADM 7-3 El ectronic Muil

Material on El ectonic Mail to include
changes to H ectronic Mail ID s and
updat ed i stings.

* Retention Period *

(item 25a)
Oiginating office:

Destroy when 3 years ol d.

(item 25b)
Al'l other offices:

Destroy when 2 years ol d.

(item 1043a)
Oiginating office:
Destroy when 3 years
old. +[ (D sp. Auth.
GRS-12-2-b)] +

(item 1043b)
Al'l other offices:

Destroy when 3 years
old. +[ (D sp. Auth.
GRS-12-2-b)] +

(item 1044a)
Oiginating office:

Destroy when 3 years ol d.

(item 1044b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



